
Service Provider Expert IVIanual 

Introduction 
The CJA eVoucher System is a web-based solution for submission, monitoring, and management of 

Criminal Justice Act (CJA) functions. The eVoucher program provides: 

• Online submission of vouchers and authorizations by attorneys and experts. 

• Line-item auditing of vouchers by judges and court staff. 

• The ability to attach PDF documentation to vouchers and authorizations. 

• Automatic email notification to attorney on approval or rejection of vouchers. 

• Electronic transfer to the Circuit for excess approval. 

• Panel management tools and reports for attorney appointments. 

• Built-in reporting for budgeting and analysis. 

Browser Compatibility 
• Windows: Internet Explorer (IE) 8 or newer 

• Apple Macintosh: Safari 5.1 or newer 

o Chrome, Mozilla Firefox, and other browsers may not be used with CJA eVoucher 

Accessing the CJA eVoucher Program 
You will be provided with information on how to access eVoucher. It is suggested that you bookmark it 

for easier access. Enter your username and password and click Log In. 

C J A e V o u c h e r 
Electronic Voucher Management System 

USER LOGIN Re lease 4.3 

Existing user? Ptease log in. 

UsernarrE: | 

p355/::r:; 

Forgot your login? 

I Log m I 

Notice: This is a Restrictad Web Site for Official Court 
Business only. Unauthorized entry is prah3>ited and 
subject to disciprme by the Court and/or prosecution 
under Title 18 of the U.S. Code. All activities and access 
attempts are logged. 

• • . » 
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Users will be required to dhange their passwords within 30 days of the first time they log into 

eVoucher. 

Passwords must be at least eight characters in length and contain: 

• One lower-case character 

• One upper-case character 

• One number 

• One special character 

If you forget your username or password, click the Forgot your Login hyperlink. Enter your username or 

email address and click Recover Logon. 

Forgot your Login? Please tell us your username and/or email address. Vie will 
send you an email to reset your password, 

Username: 

Email; 

and/or 

Recover Logon 

Profile 
Your profile contains your login information, your contact information, as well as the billing information 

that will be used to pay for your services. 

Home Operations Reports Unks Helo tooout 

> Help > Mv Profile iVsr;s[-:S Ar-e"--*.-- i 'vi-; r •:p -̂1, 

. . . 

L o g i n I n f o 

T u La0>i nfijriBalMn 
Usertucne Astiey 

E x p e r t I n f o 

Yourpssorafinfi] 

You- Name: Abraham Artley | Bit | 

nxrOnCactln/o: 
Phooe: 210-S£5-3^34 
Fax! 
deadmailss143port.aot1c.iAaiirts.90v 
clefldmal£«^>port.aotx.uscouts.gov 
deadmal$ti4]port.aotx.usaiTb.gov 

rourAddress: 
110 Man Street 
SviAntoniD, 7X78210 

BiHing I n f o 

LSt al avataUe bSng nfb texa-b 
Abraham Actiey 
B*i!)Code:0101-000003 | Add [ 
110 Mail Street 
San Antonio, TX 1 Edt 1 
78210-05 
i=twe: 210-55S-3434 
Fa<: 

E x p e r t S p e d a t t i e s You-CLfrentassignedspea^tiesare: [ zzi \ 

[General]: Cheinst, Toxicologist 
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Changing Your Password 
You may change your password in your profile. You may access your profile from the home page by 

clicking the My Profile link to the right of the user profile picture. Or, you may select My Profile from 

the Help menu. 

Click Edit on the right side of the Login Info section. 

L o g k i I n f o 

Your Login InfomBtion 

Username Astley chanoe 1 Close | L o g k i I n f o 

Your Login InfomBtion 
PassiTOrd rese 

Passwords will expire every 180 days. 

To change your password, click Reset. Type the new password and retype it in the confirm field and click 

Reset. Click Close to exit the Login Info section. 

Expert Info 
The Expert Info section of the profile contains your designation, name, and contact information. If any 

information is missing or incorrect, you can change your personal info by clicking Edit to the right of this 

section of the profile. 

Only self-employed Service Providers must enter a social security number in the user profile, Company-

employed service providers will need to enter their EIN. Any ciianges to the social security number can 

only be made by an eVoucher administrator. If you need to make a change, you must contact your 

Court. 
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Expert Info 
Yotx personal hfo 

SSN I n s t n i c t k m s : 
If you are a sdf-emptoyed ser^ce 
provider, you are requred to enter 
yoir Sodal Security Number ii the SSf J 
field. 

If you are company-employed service 
provider only, do not enter your Sodal 
Security NiiiAer ii the SSN field. 

Payee Certification: 
TWs message infixms you tfat the 
Name and TIN entered are colected 
pursuant to IRS Gudefcies that govern 
what rifbrmation must be collected by 
the judkDary for payments made to 
non-employees and other entities for 
services provided and fisr purposes of 
issurig a Form 1099-MISC. You have 
pro'/ided this rifbrmation under 
penalties of iserjiry and certify that: 
1 - The nun̂ êr entered as my SSN or 
EIN s my correct taxpayer 
identification number: and 
2 - i am a U.S. dlizen, U.S. resident 
alien, or ottter U.S. person (a 
partnership, corporation, company, or 
assodation created or organized in the 
U.S. or under die lavre in the U. S.}. 

I Save 

Astley • inactive 

Tax Identification Number; • ;::f Kfsr-p : v m ; 

SSN: m-4S-6788 

Confim.: U3^5^7W 

Main Email« 
deadmailgsupport.aotx.uscourts.gov 

2rd En'.cl 

deadmail:gsupport,aotx.uscourts.Qov 

3rd Email 

deadmail̂ support.aobc.uscourts.gov 

Phone' Cell Phone 

210-555-3434 

Address 1 " 

110 Main Street 

Address 2 

Cit/" 

San Antonio 
StSte - X£ zry] Zip zry] 

Address 3 
TEXAS 

Country' 

- 7S210 

U ilTED STATES 

Billing Info 
The billing information for your services is contained in the Billing Info section of the profile. If your 

personal information, address, and phone are correct, you can select the Copy Address from Profile 

check box. You not be allowed to submit a voucher in CJA eVoucher without complete billing 

information. You may edit the billing info by clicking Edit to the far right of the Billing Info section of the 

profile. 

Company-employed service providers are required to enter their name, email information, company's 

EIN, name, and payment address information in the billing information section of the user profile 
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Billing Info 
List at available bang iifo records 

• Rsqu rsd Feds 
BfcgType: 

9 Self-Emptoyed 

Company 

Copy Address from Profile 

Name: 
Abraham Astley 

Phone: ' 

210-555-3434 

Address 1: " 

F=x; 

110 Mail Street 

Address 2: 

Address 3: 

Citv; -

San Antonio TEXAS 

Coiiitry; • 

UJITH) STATES 

State: '(USonV) ZpCode; = j.E •/ 

73210 

You may add additional billing records by clicking Add. You, or the attorney for whom you are providing 

services, must choose the billing information you wish to use when creating vouchers or authorizations. 

Payments cannot be made if the social security number or EIN is missing from your profile. This is a 

requirement of the payment system with which eVoucher is interfacing. 

The Billing Info section has added Billing Type radio buttons that include: 

• Self-Employed - used when payments are made to the expert's social security number. 

• Company - used when payments are made to a firm's EIN number. 

Validations have been added to billing information to ensure the data is in the proper format to be sent 

to the payment system. If the data is not in the proper format, payments cannot be made. The system 

will alert you if there are problems with your billing information data. You will need to fix those 

problems before payments can be made. We ask that you access your profile and verify your social 

security number, add your social security number if it is not there (unless you are acting only as an 

associate on the system) and verify your billing information. fHease do this as soon as ipossibie so there 

will not be an interruption in your payments. 

Please note that you will not be able to change your social security number or your EIN. Only an CJA 

Administrator will have rights to change social security numbers. Also, remember to add new or 

additional billing records if your billing information changes. Do not edit the existing record. 

Expert Specialties 
The Expert Specialties section will list any specialties for which you are approved for eVoucher billing. If 

you are selected from the approved experts list, when vouchers or authorizations for service providers 

are created in eVoucher, the selection of your specialty will populate your name and billing information 
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(with social security number/EIN masked). That specialty will also be checked on any of the CJA forms 

(CJA-21, CJA-24, or CJA-31) created in eVoucher. 

E x p e r t S p e c i a l t i e s 

List your assigned specialties 

Please, select what specialties apply to you; 

General 

CD Accountant 

• Ballistics Expert 

• CALRfWestlaw, Lexis, etc) 

0 Chemist, Toxicologist 

[H Computer (Hardware, SoftA'are, Systems) 

n Computer Forensics Expert 

(ZlDocumenls Examiner 

. d l Duplication Services 

CD Fingerprint Analyst 

• Hair, Fiber Expert 

• Interpreter Translator 

• investigator 

• Jury Consultant 

• Legal Anal>'st)'Consultant 

• LitigationSupport Services 

• Mitigation Specialis 

• other 

• other Medical Expert 

• Paralegal Services 

• Pathologist, Medical Examiner 

• polygraph Examiner 

• Psychiatrist 

•psychologist 

• Voice, Audio Analyst 

• Weapons Firearms Explosive Expert 

T r a n s c r i p t 

• court Reporter 
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Home Page and Navigation (menu) 
The home page provides access to information about your cases and billing information which you 

submit, or the billing information the attorney submitted on your behalf. 

Home Ooerations Reports Links Help logout 
Wekone Teresa Xnn 

V/ticome Teresa Transoipls: Hy Proffc 

MyAppotitriKnts: \ta> 

To group by a par t i a l Header, drag the a 

CB«e Defendant 

My 
Documents 

Beatrtt RamM (» 1 
Oarred Annont: 0.00 Teresa Tfarscnpts 

1:14<RKB809-AA- AJ Perei I) QA-M 
sr,r. owfiMt cbimed Arnjunfc 0.00 Teresa Transacts 

a-Entrv 

Wsudier Entry 

M/09/20H 

10/13/2015 

Page 1 of 1 (2 lenj l 

Closed 
Documents 

B Mr SotHBrttcd Dooomcflto 

My Submitted 
Documents 

Case Defendant Type Status Dat 

IMj-CR-OSSlC-FF- J e f ^ f i f d n e r i ? 11 cix-iA 
=i*T;itfij/Mis OamsdAmxif*! 42.90 Teresa Transoipts 
End: lo/anm 

I 

Sutxrtttsdlo Attomey iWl 
0101.000003-1 

Page lof 

To group by a particufar Header, drag the oArrr ta this area. Search: 

Case Defendant Type Status Date Entered 

Ho rows tiave Ken recwdeo or tne oatscase 

My Documents 

The My Documents folder contains vouchers which have been created by you or for you by the 

attorney. They have not yet been submitted to the court for processing. 

My Submitted Documents 

The My Submitted Documents folder contains documents which have been submitted to the court for 

processing. 

Closed Documents 

The Closed Documents folder contains documents which have been completely processed. 
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The eVoucher menu 
Home Operations Reports Unks l-telp logout 

f M e n u B a r I t e m s 1 
Home The eVoucher home page 

Operations Appointments you have been assigned 

Reports Selected reports you may run on your appointments 

Links Hyperlinks to CJA resources: forms, guides, publications, etc. 

Help 

> 

Provides: 

• Another link to your Profile 

• "Contact Us" e-mail 

• Privacy Notice 

Logout Logs user off the eVoucher program 

Expert V . Expert Enter 
CJA eVoucher allows two designations for experts to complete the voucher: Expert and Expert Enter. 

All service providers for the DC Circuit have been given expert enter rights. 

The Expert Enter role allows the expert to enter his or her services and expense on the voucher after the 

attorney has created it in eVoucher. 

CJA-21/31 Entry 
The attorney will create the CJA-21 or CJA-31 voucher. If the expert selected is authorized to use 

eVoucher (Expert Enter rights), the attorney can choose to let the expert enter the services and 

expenses. The attorney should notify the service provider that the voucher has been created and is 

awaiting completion by the provider. 

Log in to the eVoucher application. The voucher should appear in your My Documents folder on your 

home page. 

B Hy Docufoents 

C » « Oe(*r>d4Pit Tvp« 

1:13<31.07337W. StKfhBran f l 1) CJ*-2t 

Fr<;;W,«WJ01 SrterpieStrTrareiatir 

m^, VeudwEntrf 
V 

fl(lib!ms} 

1:13<31.07337W. StKfhBran f l 1) CJ*-2t 

Fr<;;W,«WJ01 SrterpieStrTrareiatir 

fl(lib!ms} 

To enter your fees and expenses, click the Edit hyperlink under the Status column. 

The Voucher will open to the Basic Info tab screen. The left panel will display a running summary of the 

services and expenses as they are entered and saved. 
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Home Operations Reports Links Help logout 

a A - 2 1 

Voucher Entry 

Def.: Jeffrey Gardner 

Unkto OI/ECF 

Voucher # : 

Start Date: 10/30/201S 
End Date: 10/30/2015 

> B a s i c I n f o 

T a s k s 

Unkto Aooortment 

Lnk to Representation 

Reports 

E x p e n s e s c l a i m S t a t u s D o c u m e n t s C o n f i r m a t i o n 

B a s i c I n f o 

O Summary: SO.OO 

Servkres 
Totals tO.00 

Trave l 
Expense Type 

-

Amount 
Travel Mte 
Travel Mifc 10.00 

Totals fO.00 

Expenses 
Expense Type Amoimt 
FAX $0.00 
Long Distance Charge 
Photocopies 
Postage 
Othaf Expenses 

(0.00 
f0.00 
fO.00 
fO.00 

Totals fO.00 

l .CnUWST D I V C O D E 
3101 

P E R 3 0 X R E P R E 5 E X T E D 

le&sv Gardner 

V O l ' C H E R N U M B E R 

3 \ U 0 D K T D E F . N l ' M B I R i . D I s I - D K T . D E F . X V X I B E R 

1:13-CR-08310-1-FF 
• APPEALS DKT DEF.XVMBER S O T H I R D K T D E F N n i B E R 

r IN C A S E A U r i E R O F ( C l i l X i m i ) 

L"S.Av Gardner 

S P . t n i E X T C A I E G O R V 

Felony (includingpre-trial diversion 

j f a l l e s J felonv) 

) n P E P E R 3 0 X R E P R E S E X I E D 

Adult Defaidant 

la-REPRESINTATlOXnTE 

Criminal Cass 

1 1 . 0 i n . t S E ( 5 ) C H A K C E D 

1S:1055.F F . U S E ST A I L M E N T S R E L A T I N G T O H E A L T H C A R E NSATTERS 

1! A n O R . N E V S X A M E A X D X U I L I . S G ADDRESS 

Foiiest Fudd 

UOMainStreit 

5m .Antonio T X 73210 

Phone: 210-834-8323 

13 C O U R T O R D E R 

r^ .A .A i iod i t i 

VlO.Appaint in; 

C a u i i l 

! P r , = , 

3 ] C C s - C o u u d 

^PStbf f o r P i i d 

Altoracy 

• T R t U i B t d A t t o r v i v 

• F Snbt for F td i r i l Def u d u -

rnRSnbs forRetiined 

AttoniT 

^ l Y S t i n d b y C o i u u t f 

Prior Attorney) N i m c 
ApfKiintiiKat D i l t i 

Sigiutsre of Pruidias J idg t a r B y Order of tkt Conit 

l i L . A t V H R M X . U I E .A.VDXLAILIXG ADDRESS 
Fanny Farkle 
Diti of Ordtr Nwic Pro T u c Ditc 

3/I,'20I3 

Ripi>-nut j£]VES jvjJJO 

P a y m e n t I n f o 

F r e ' e - e : -5jee A ' r a ' . a - A i t l ev 

Abraham Astley 
5 - ; : : i e : : ; : : - ; : : : : 2 
110 Main street 
SanAnlDnio,1X 
78210-us 
Phone: 210-555-MM 
Fax: 

Delete Draft 

To enter your service fees and expenses, from the Basic Info screen, clicl< the Services tab at the top of 

screen or clicl< Next at the bottom of the screen. 

Basic Info l> Servicets E x p e n s e s Claim Status Documents , Confirmation 

S e r v i c e s 
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Required fields are marllced with a red asterislk. Enter the date of the service, number of hours billed 

and the rate. A description of the service provided is required. Click Add. 

You may continue to add additional entries until you have entered all of your service dates. There is no 

autosave feature in eVoucher - make sure to click Save after every few additions. You will be prompted 

to save if you try to navigate to another area within eVoucher. 

i 

. ^ 
Windows Internet Explorer 

i 

Are you sure you want to leave this page? 

Message from webpage; 

You will lose unsaved changes, are you sure you want 

to navigate away? i 
I 1 
1 •> Leave this page 

^ Stay on this page 

To enter charges for any additional expenses, click the Expenses tab at the top of the screen or click 

Next at the bottom of the screen. 
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Basic Info Serv ices • Expenses Claim Status Documents Confirmation 

&q»enses 
Date 108/08/20 M I - 3 Desaiption round trip travel to interpret for interview. 

Expense Type Travel Miles • . 

Miles k | - at $0.5600 per mfc. 

Amount 31.36^ Add Remove 

• Required Be'ds 

Expense Type Date Description 

Travel Miles 08/0E/2014 round trip travel to interpret for interviery. 

Mile: Rate Amt 

56 fOS6 $3136 

Page l o f 1(1 items) 

Enter expenses and click Add. Be sure to save your items. 

Basic Info S e r v i c e s E x p e n s e s • Claim Status , Documents Confirmation 

C l a i m S t a t u s 
start Date 8/8/2014 End Date 8/8/2014 

Payment Claims 

O Final Payment 

( j Interim Payment 

O Supplemental Payment 

(payment s ) 

• Reminder; Please select the appropriate daim status. 

11 * R«iuired Be'ds 

The Claim Status tab will include the date range of your services. The dates default to the day of the 

creation of the voucher. Ensure that the date range covers the days for which you are billing services 

and expense. 

Under Payment Claims, make a payment selection. Final payment indicates you will not be billing more 

on this particular appointment. Interim payments must be OK'd by the court but may be applicable for 

those involved in long cases. Supplemental payments cover forgotten charges discovered after final 

payment has been requested. 
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Navigate to the Documents tab and attach any receipts, invoices, or documents as PDF documents. 

Label and describe the attachment in the description field and click Upload to attach the PDF 

documents. 

B a s i c I n f o E x p e n s e s Claim Status > Documents Confirmation 

Suppor t ing D o c u m e n t s 

Fie Upload (Only Pdf fUes of 10MB size or less!) 

Fie 

Description 

Browse. 

Descript ion 

I Upload 

Delete View 

tlo Attachments 

When you have entered all expenses and documents and are ready to submit the voucher, advance to 

the Confirmation tab. You will be able to review the summary of the voucher and can add any notes 

which will be available for the attorney and the court staff auditing the voucher. 

Publc/Attomey 
Notes 

Attention: The notes you enter will be available to tf̂ e next approval level, 

I have attached a PDF copy of the invoice. 

B I swear and affirm the truth or correctness of the at>ove statements 
Date: 8/8/2014 15:41:0 Submit 

I 
• 

'< First 11 < Prevlous~| j Next > \ \ Last» | Save Delete Draft 

To submit the voucher, select the "I swear and affirm..." check box. This action will also date and time 

stamp the submission. The Submit button will become active. Click Submit to move the voucher forward 

to the attorney who must review your voucher before submitting it to the court. 
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Returned Vouchers 

To group by a particdar Header, drag the oAjmn to this area. Seardi; 

Case Defendant Type Status 

Jebeiiah Branson 
Claimed Amount; 215.00 

Voucher &itry 
Q101.0QOOQ3Q 

l:M-CR-0a808-AA-
53,-. OS?0E/2014 
£rd: 05iW20M 

Thomas ttowdl )̂ 
Clamed Amount 0.00 

CW-21 
Alxaliam Astley 
Ctiemist. Toxicologist 

Voucher Entry 
Edit 

1 Page 1 of 1 (2 items) 

Should there be any issue with your voucher, the attorney may return the voucher to you for correction 

or additional documentation. Any voucher returned to you will appear with a gold-yellow background. 

Often the return of the voucher will be accompanied by an email explaining the circumstances. 

Additionally, you can examine the attorney notes on the Confirmation page to find additional direction. 

Printing a Form CJA21 
Should you wish to print a copy of your submission, from the left-hand panel, click the Form GA21 link 

to print a standard version of the voucher. 

Reports 

Form CJA21 

Any reports the expert may have access to will be displayed in the Reports section. Click on the Reports 

menu item to see which reports are accessible. 

Home Operations Reports Links Help logout 

> Reports 

Experts 

AcDointments 

Displays the appointments for which the expert s working 
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